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Hot Topics (Current) “Heads-Up” Topics (Future) 
• Describe in detail your team’s work for the specified 

period. 
• Begin your sentence with short, action verbs. 
• Example:  Completed review process for Funding Your 

Education. 
 

• Describe any “heads-up” topics to bring to the attention of the 
Students Channel General Manager. 

• Begin your sentence with short, action verbs. 
• Example:   Unable to get publications review from Review 

Board. 
 

 
On-Going Project Status 

Program Area Project Overall 
Status 

ETC* 

(x/x/01) 

% Complete Critical Issue Comments 

SFA 
Ambassador 

Program 

  0% •  •  Program 
Outreach 

Hazel Mingo 
 Other Program 

Outreach Issues 
  0% •  •  

The Student 
Guide 

  0% •  •  

Funding Your 
Education 

  0% •  •  

Program Info. & 
Publications 

Dena Bates 

 
High School 
Counselor’s 
Handbook 

  0% •  •  
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Program Area Project Overall 
Status 

ETC* 

(x/x/01) 

% Complete Critical Issue Comments 

Looking for 
Financial Aid 

  0% •  •   

Other Publication 
Issues 

  0% •  •  

Campaign 
Management 

  0% •  •  Student 
Population 
Research 

Linda Hall 
Other Student 

Population 
Issues 

  0% •  •  

 

Legend: 

  

Green: No significant management attention is required; project is proceeding as planned 

 

Yellow: Management attention is required for one or two areas; no major problems 

 

Red: Major problems; project work cannot continue without management intervention 

 

• Program Area:  The program area should reflect the Student Aid Awareness organization.  
• Project:  List the name of the project within the program area. 
• Overall Status: Describe the current status of the project. 
• ETC (Estimated Time to Completion):  Indicate the estimated time to completion (Example: X/X/01). 
• % Complete:  Identify the current completed schedule of the project (Example: 25%). 
• Critical Issue:  Identify and critical issues. 
• Comments:  Provide any comments relating to the project. 


